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April 14, 1948

MEMORANDUM FOR LEGISLATIVE LIATSON

ATTINTION: 25X1A

SUBJECT s Positions Approved by Civil Service Commission

The following position descriptions approved by the Civil
Service Commission are forwarded for your file:

. WW
Xia W)fﬁa Clansfiste

25X1

' Acting Chief, Classification & Salery Adm. Division

Incle.
Sheets
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gt Administrative Aznsis ’

; sant angd SesTeLary
11e Gentral Intelligence Agancy
& = Office of General Counsel

Under genoral supervision of the Oeneral Counsel, served 83
Administrative Assiatant and Seereotary with responsibility for com=
piling inforsation and data ralntive to the various leral matters
and preblems which arise in day-toedey operations of the Centrel
Intelligonce Anency, in order to assist hor superior in the propara-
tion of legal opinions, Intorpretations, atyrsstives end procedures
for sarrying out the ovspeall responsibiliities of the Agency within
;agal 11mits of exisiing lawe, atreotives, leglalation and intors
Agency agreenents. Maintains an up-to-date knowledne of Agoney
matters in peneral and their status in order to answer inquiries
and impart information as sppropriate to guthorized officlals in the
Cantral Intellipgonce Afensye

Respcnsible for the maintenance of a law library for use of the
General Counsel and his gtaff nnd for procursement of all types of
publications, laws, and dclstons which will nsalst the staff In
making legal declsiona and interpratatione concerning the legallty
of OIA operationsa,

Must Joep proper iles on and be thoroushly fmmillar with Agenoy
directives and orders in order to sasist her superior by supplying
information necessary in the preparation of lezal documents and
declisions.

Responaibls for the preparation, on own tndtiative or Irom
~ yerbal 1mztruetian§ fpom the CGeneral Counsel, of simple wills end

other cormon lagal fomms.
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Talkkes and transoridbes dlctation and is ruﬁpmﬁbh for preparaw=
tion in final Yegal form of detelled legal opinions, contracts, agreow
mants, opsrating prosedures,and dirostives and other legal materisl
relative to Inter and Intraeigency activities and operations, Attends
sommities snd other meotings to take trangoripte of the proseedin:s,

Responsible for sseuring coples of laws, leral decisions, opinions,
ebs, az reguestad by the legal a@ﬂ.

Bespanzible for the maintenanse of lspel files of the Offlce af
General Counsel and semrches Tor and asserblos information eoncerning
effice matters where existing files are avalladble, particularly with
s view to expediting urgent oases.

Supervises clerical and stanopraphice peraormel of the O0ffice and
is responsidle for handling supply problems, Yesping time and leave,
payroll, pmaﬁm«k problems and nets am Security Officer for immedlate
effice. DPevforms related duties as required, ‘

SEUheT
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